HR/ON

HR Guide: Time, Attendance
and Leave

Run attendance, leave, shifts, holidays and project time foryour
company, from the daily register to the payroll hand-over.

WHO IT'S FOR COVERS

HR administrators and HR operators Attendance, exceptions and

who look after attendance, leave, corrections, punchreviews, devices
rosters and project time and policies, attendance periods,

leave administration, shifts and
rosters, holiday calendars, projects,
allocations, timesheets and utilisation
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About this guide

This guide is for the people in HR who keep working time accurate: who was at work, who was on leave, who
worked which shift and how much time went to each project. It follows the work in the order you usually do it

during amonth, and ends with the hand-over to payroll.

Everything you doin this area sits under Time & attendance in the menu: Attendance , Leave , Shifts & Rosters |,

Holiday Calendars , Projects & allocation , Allocation planner , Projectapprovals and Utilisation & cost . Your own
attendance, leave and timesheet are under My workspace and are explained in the Employee Guide.

The screenshots show Meera Nair, HR administrator at Alpha Demo, working with demo data. Your screens show
your own company, people and dates, and you only see the people youraccess covers.

What you candoin HR4ON

Watchtoday's attendance and look back at
any day

Fix missing punches and decide exceptions
witharecordedreason

Review remote and selfie punches

Set up attendance policies, overtime, devices,
geofences and badge mappings

Validate and freeze an attendance period for
payroll

Manage leave types, policies, balances,
accrual, year-end and encashment

Plan shifts and rosters, approve swaps and
publish schedules

Maintain holiday calendars, including optional
holidays

Setup projects, allocate people and approve
projecttime

Report on utilisation and labour cost

G Ared outline in a screenshot shows where to
click orlook.

Before you start

e OpenHR4ONinaweb browseronyourlaptop,
oronyour phone. Onaphone youcanadditto
yourhome screen and useitlike an app.

e Signin with yourusername or work email and
your password. Use Acceptaninvitation the
firsttime, or Can'tsignin? if youarelocked
out.

e Whatyou see dependsonyourrole. If amenu
orbuttonin this guide is missing for you, ask
your HR administrator.

Button Words shown like this are labels you will see

onscreen.

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. Dates and numbersin
the screenshots come from the demo company and change from day to day.
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O1 paily attendance

Attendance shows who is at work today, the calculated register for any date range and the full evidence
behind each day. Start here every morning.

@) Find your way around Attendance

Open Attendance underTime & attendance in the menu. All attendance work for HR lives on one page with a
row of tabs across the top.

THE ATTENDANCE TABS

TeamToday :the live board foradate.

Daily Register : one row per person per day, with status and worked time.

Exceptions : missing punches, absences underreview and unmapped device punches.

PunchReviews :remote and outside-office punches waiting for a decision.

Corrections : correction and overtime requests from employees.

Periods : monthly attendance periods you freeze for payroll.

Reports and Setup : musterroll, late arrivals, overtime, and the policies and devices behindit all.

hoN

Home

Approvals

My workspace
= Myrequests
i My attendance
@ Myprofile
® Family & bank
© Myjob history
My leave
7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

¥ Mvassets

Q  Searchpages and features

Attendance ©

Team Today Daily Register l Exceptions ] Punch Reviews Corrections [ Periods ] Reports Setup

ctrl K

23-10-2026 (m] |A\phaDemo Vl Allteams

2 18
Team

EMPLOYEE

KavyaRao
ALP00002

AaravMehta

ALPODOOL

Aditya Gupta
ALPO0OL3

AnanyaDas

ALPOOOL

ArjunKapoor

ALP0O000S

@ DivyaPillai

LPODOL¢

e Farhan Ali
ALPODO0S

Ishita Bose

ALP00014

@ Karthik Subramanian
ALFOOO15

LakshmiMenon

ALP00009
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© 0

Present

ol
Late

STATUS

A Missing punch
@ Absent
® Absent
® Absent
® Absent
@ Absent
@ Absent
® Absent
® Absent

® Absent

© 17

Absent

SHIFT

GEN

GEN

GEN

GEN

GEN

g 0

Onleave
IN/OUT

10:34am +1h04m

b Alpha Demo @ @

=)

Friday, 23 October

& 1

Missing punch

More v

WORKED SOURCE

® Web
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See whoisin today

Team Today counts everyone by status forthe chosen date, so you can see at a glance who is present, late,
absent, onleave or missing a punch.

WHAT YOU SEE

e Thecounttiles( Present , Late , Notinyet , Absent , Onleave , Missingpunch )filterthelist below whenyou

select them.

e Usethe company and team pickers to narrow the board to one department, branch or team.

e Eachrow shows the person, their status, shift code, firstin and last out, worked time and the punch source
(web, phone or device).

HOWTO DO IT

1, Open Attendance .The board opensontoday.

2 Tolookat anotherday, pickitinthe date box. You cannot pick a future date.

3 Selectastatustiletolist only those people.

4 Selectapersontoopentheirattendance day with the punch evidence.

TIP

e Earlyinthe morning most people show Notinyet .Theirstatus changes aspunches arrive.

HoN

Home

5 Approvals

My workspace

= Myrequests

i Myattendance

). My profile

Family & bank

D My job history

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

Q  Searchpages and features

Attendance ©

Team Today Daily Register Exceptions

Ctrl K

Punch Reviews Corrections

| 23-10-2026 0 l| AlphaDemo v | Allteams

2 18 00
Team Present

EMPLOYEE
KavyaRao
ALP00002
AaravMehta
ALPO0O0OL

Aditya Gupta
ALPODOL3

@ AnanyaDas
ALP00018

ArjunKapoor

ALP0000S

@ DivyaPillai
LPODOL¢
e Farhan Ali

ALFO0008

IshitaBose

ALP0OO14

Karthik Subramanian
ALP0O0O15
LakshmiMenon
ALPOO0O?
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Late

STATUS

A Missing punch
® Absent
@ Absent
® Absent
® Absent
& Absent
® Absent
® Absent
® Absent

® Absent

o 17

Absent

SHIFT

GEN

GEN

NIGHT

GEN

GEN

GEN

GEN

Periods Reports
0
Onleave
IN/OuT

10:34am +1h04m

@ AlphaDemo @ @

=
Setup

Friday, 23 October

1 More v
Missing punch

WORKED SOURCE

® Web
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ON YOUR PHONE

Team Today works on a phone, so you can check attendance on the Attendance ¥ ©
move. 23-10-2026 B AphaDemo

Allteams

o0 ® ®

Present

/A Missing punch
Late1h04m

® Absent

Aditya Gupta @® Absent
ALPO0OL3 - GEN

AnanyaDas ® Absent
ALPO00L8 - EVE

Arjun Kapoor ® Absent

® Absent

Farhan Ali
GEN

® Absent

IshitaBose

Absent
ALP00014- GEN ®

Karthik Subramanian ® Absent

]

Home Attendance Approvals
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Use the Daily Register
The Daily Registeris the calculated attendance for every person and day. Use it to check a week, find late arrivals
or export attendance for a team.

WHAT YOU SEE

e Workdate , Shift , First/lastpunch , Worked and Status columns. Exception shows what stillneeds
attention.

e Statusesinclude Present, Half day, Absent, Leave, Holiday, Weekly off, Missing punch and Not in yet.

e Filters narrows by team, status or exception; the date chip sets the range (the last 7 days by default).

HOW TO DO IT
1 Selectthe DailyRegister tab.

2 Changethe daterange withthe Workdate chip, oropen Filters .
3 Selectarowtoopenthatattendance day.

4 Use Export todownloadtherowsyouarelookingat,or Columns toshow orhide columns.

4 ON Q  searchpages and features ctrl K @& Alpha Demo @ @

. Daily Register © e < B

Approvals

Team Today DailyRegister IS S e Punch Reviews Corrections Periods Reports Setup
Work date: 27 Oct 2026 - 02 Nov
My workspace Q Search name or number 8 2026 [ Columns

Y= Myrequests EMPLOYEE Work date SHIFT First / last punch Worked  Status EXCEPTION
}i Myattendance Sunita Patil BET00004 02Nov2026 EVE2:00pm @ Notinyet
P Mypratie Ananya Das ALPOCOIS 02Nov2026 MOR 6:00 am © Notinyet
LEmE/ baik AaravMehta ALP0000 02Nov2026 GEN9:30am @ Notinyet
@ Mylobhistory Pooja Agarwal BET00002 02Nov2026 GEN 9:30am O Notinyet
My leave = =
Rohan lyer ALPOO003 02Nov2026 GEN 9:30am @ Notinyet
7' My onboarding
Arjun Kapoor ALPO000S 02Nov2026 GEN 9:30am ® Notinyet
My payslips
Divya Pillai ALPOOO14 02Nov2026 EVE2:00pm ® Notinyet
My documents
ZaraKhan ALPODO1? 02Nov 2026 GEN 9:30am @ Notinyet
3 My Shifts & Holidays
Sanjay Verma ALP00O 02Nov2026 GEN 9:30am © Notinyet
Documents & pay
Vikram Shah ALP00007 02Nov2026 GEN 9:30am Q@ Notinyet
@ My performance
Neha Joshi ALPOCO10 02Nov2026 GEN9:30am © Notinyet
My timesheet
Ishita Bose ALPOOO14 02Nov2026 GEN9:30am @ Notinyet
My benefits
v Lakshmi Menon ALFO000? 02Nov2026 GEN 9:30am O Notinyet
2 Mvassets
Meera Nair ALPOO0O04 02Nov2026 GEN 9:30am @ Notinyet
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@) Read an attendance day

An attendance day shows exactly how a person's day was calculated, with every punch as it was received. Open

it whenever someone questions their attendance.

WHAT YOU SEE

e Punches :raw punches fromthe web, phone oradevice. Locationis shown only to the employee and HR.

e Worklntervals and How It Was Calculated :the in and out pairs and the policy rules applied (grace, rounding,

break deduction, thresholds).

e Exceptions , CorrectionRequests and Overtime :whatis open on this day.

HOW TO DO IT

Calculation History : every recalculation, with who triggeredit.

1. OpenadayfromTeam Today, the Daily Register or Exceptions.

2 Readthe status bannerand the summary line: shift, worked and scheduled time, paid, loss of pay and

pending units, late minutes and the policy version.

3 Select Decide toresolve the exceptionyourself, oruse theicons next to an exceptiontorequestevidence

ordecideit.

4 Usethe calendarbutton at the top to open the person's month, orthe Recalculate buttonif aroster, leave

or policy change has not yet beenrefiected.

GOOD TO KNOW

e Whenthe periodis frozen the day shows Payroll frozen . Changes after that become adjustments foralater

payroll.

/ (o] ] Q  Searchpages and features ctrl K

Home KAVYA RAO - ALP0O0002

% Approvals < Friday, 23October © & Missingpunch
My workspace
= Myrequests

10:34am In  © Inreview
@ Web W Locationnot shared

% My attendance
) My profile 3 @ Remote

Family & bank
) My job history © WorklIntervals
My leave

10:34 am - No out-punch
¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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/N Missing out-punch: 1 day pending (not loss of pay) until corrected or decided.

SHIFT GEN9:30am-6:30pm  workeD Oh0Om  scHepuLeD Bh0Om  units Paid Q- LOP Q- Pending1

Missing Out

@D Alpha Demo

S B8 O©

LATE 64min  poLicY STDv2

£= |How It Was Calculated

1 shift GEN 09.30-18.30 from Company Default Pattern; scheduled 8h 00m
(wall clock)

2 policy: STDV2.
3 Inat10:34 has no matching out-punch: no departure is assumed
4 Late by 64 min (grace 15 min)

5 Unresolved missing punch: 1.0 pending (notloss of pay) until corrected or
excepted

6 Result: Missing Punch - paid 0.0 - loss of pay 0.0 - pending 1.0
/5 Exceptions

Missing out-punch A Blocker o &
Inat10;34 without an out-punch.

Latearrival @ Info ol
Arrived 10:34, 64 min after 09:30 (grace 15 min)

® Calculation History

v4 - Daily
Working (paid O) then Missing punch (paid 0)

240ct 2026, 3:24 am - System

v3.Refresh
Working (paid 0) then Working (paid 0)

23 0ct 2026,10:35am - KavyaRao

2Q
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@) Seeoneperson’'s month
The month calendar shows one person's attendance day by day, with leave, holidays and weekly offs, and the
paid days forthe month.

HOW TO DO IT
1 Open Reports andselectanameinthe musterroll, oropenaperson fromTeam Today on a day without
punches.

2) Move between months with the arrows.

3 Selectadaytoopenits full detail.

ctrl K b AlphaDemo @ @

ON Q searchpage:
Home ALP000O12
Approvals < PriyaSharma =]
“=  October2026 < >
My workspace
PAIDDAYS  PRESENT  ABSENT | LATE  LOP  PENDING | WORKED
= Myrequests 23 11 5 2 & 2 105h17m
)i My attendance MON TUE WED THU FRI SAT SUN
1 2 3 4
) My profile P H off ot
Family & bank
5 6 7 8 9 10 1
[ P P P P off oft
) Myjob history s 8horr nosm
My leave 12 13 14 * 15 16 17 18
P P HD P P Off off
My onboarding ] E =
19 = 20 21 22 23 24 25
My payslips HD H P A A off oft
Elvgocements 26 27 28 29 30 31
A GEN A A GEN off
My Shifts & Holidays
P Hi H P ® ne 3 i . . £ !

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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@) Runattendancereports

Reports summarise attendance for a period: the musterroll for paid days and loss of pay, late arrivals and

overtime.

WHAT YOU SEE

HOW TO DO IT

1

2

Selectthe Reports tab.

Overtime : overtime worked, approved and payable.

Choose ThisMonth , LastMonth , 7Days or Custom .

Pickacompany and teamif you need to.

Use CSV , Download PDF or Print tosharethereport.

oN

Home

Approvals

3 Myworkspace
Y= Myrequests
i My attendance
@ Myprofie
> Family & bank
My job history
My leave
7 My onboarding
My payslips
My documents
3 My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2. Mvas:

Q Searchpage

Attendance Reports

TeamToday  DailyRegister

0]

Exceptions

[ Muster Roll Late Arrivals l Overtime ]

This Month

LastMonth 7 Days

Custom

Showing 010ct 2026 - 310ct 2026

EMPLOYEE

Aarav Mehta 21

KavyaRao ALPO!

Rohanlyer /

Meera Nair AL

04

Arjun Kapoor Al poo0o

SnehaReddy »

Vikram Shah ALp0C

Farhan Ali ALP0O00O

LakshmiMenon Al

Neha Joshi ALPOCOIO

Sanjay Verma ALPOOGT!
Priya Sharma ALP000

Aditya Gupta 2

Ishita Bose ALFOOO14
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Ctrl K

Punch Reviews

Alpha Demo

789 10
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Corrections

Late Arrivals : everyone who came in after grace, with minutes late.

Allteams
Loss of pay

® g5
1213 4 15 81
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PP P P P WO
PP P P P WO
PP P P P WO
PP P P P WO
PP P P P WO
PP P P P WO
PP P P P WO
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PP H P P WO
PP P P MPWO
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wo
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wo
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Set

Pending

42

22

up

24 25 26 27

wo

wo

wo

wo

wo

wo

wo

wo

wo

wo

wo

wo

WO W

wo

|| = >

>

@& AlphaDemo

& < B
o) :,za(e days
28 29 30 31 PAID
A A Wo 235
A A wo 24
A A WO 245
A A wo 25
A A wo 24
A A wo 24
A A wo 25
A A WO 245
A A wo 25
A A Wo 235
A A wo 24
A A WO 23
A A wo 24
A A wo 24

2 Q

B csv

MusterRoll : one row per person with acode foreach day and totals for paid days, loss of pay (LOP) and late
days. The legend under the table explains each code (P present, HD half day, A absent, L leave, H holiday, WO
weekly off, MP missing punch and so on).
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02 Exceptions, corrections and punch reviews

Every month some days need a human decision: a forgotten out-punch, an absence underreview, a
badge the device did notrecognise or a punch from outside the office. Blocking items must be cleared
before you can freeze the period for payroll.

E3) Work through the exceptions list

Exceptionslists every day that needs attention. ltems that block the payroll freeze are separated from warnings
you only need toreview.

WHAT YOU SEE

e Needsafix : missing punches and absences underreview. These are Blocker items.

e Warnings : absencesrecorded asloss of pay, short hours and geofence flags. They do not block the freeze
but are worth checking.

e Unmapped punches : device punches whose badge does not belong to anyone yet.

Eachrow shows the person, work date, the exception (forexample Missing out-punch ) and a detail line such
as "Inat 10:34 without an out-punch.”

HOW TO DO IT
1 Selectthe Exceptions tab.ltopenson Needsafix .

2 Narrow by date orteamwith Filters if thelistislong.

3 Usethe speech-bubble button ( Requestevidence )to ask the employee, orthe scales button ( Decide ) to
resolve the day yourself.

4 Selectarowtoopenthe attendance day first if you need to see the punches.

TIP
¢ Amissing punchis best fixed by the employee raising a correction. Decide it yourself only when you have the
evidence.

hON Q Searct ctrl K @) AlphaDemo Q @
Home =
Exceptions © =
% Approvals
Team Today Daily Register Punch Reviews Corrections Periods Reports Setup
My workspace 123 I 2 More v
Warnings Unmappedpunches
= Myrequests
Q. Searchname ornumber = Filters | (3 Anydate I Columns
i Myattendance
D Myprofie EMPLOYEE Work date Exception DETAIL Status
ALPOQOC issi = r —pL Blocks
Family & bank KavyaRao ALPOC002 23 0ct 2026 Missing ocut-punch Inat10:34 without anout-punch A\ Blocker
)" Myjob history Sneha Reddy ALPO000 22 Oct 2026 Missing out-punch In at 21:44 without an out-punch & Blocker M =
My leave Rahul Chauhan BET00005 220ct2026 Missing out-punch In at13:49 without an out-punch. A Blocker [
¢ My onboardin
L = Ananya Das ALPOOO1S 220ct2026 Missing out-punch In at 14:02 without an out-punch & Blocker AR
My payslips
Aditya Gupta ALPO0013 16 Oct 2026 Missing out-punch In at 09:23 without an out-punch A Blocker M
My documents
1-50f5 Rows 20 ¢ < Pagel/l >

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

 Mvassets
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Decide an exception

Whenyou have evidence (a gate log, a manager's confirmation), you can decide how the day counts without

waiting for the employee.

HOW TO DO IT

. Onthe exception, select Decide .

. Choosehowto Countthedayas ,forexample Present(paid) orhalf day.

. Write the Reason :what evidence supports the decision.

‘ Select RecordDecision . The day isrecalculated straight away.

GOOD TO KNOW

e Yourdecisionandreason are keptinthe day's history and the audit trail.

¢ Youcannot decide daysin afrozen period; use a correction, which becomes a payroll adjustment.

HR4ON - HR Guide: Time, Attendance and Leave - 2 November 2026

Decide Exception

KavyaRao - 23 Oct 2026
Missing out-punch: In at 10:34 without an out-punch.

Countthedayas*

Present (paid)

Reason *

What evidence supports this decision?

Y

Preferanemployee correctionwhen possible: decisions are audited

and shownon the day.
Gance!
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Ask the employee for evidence

Request Evidence sends the employee a message asking them to explain the day orraise a correction.

HOW TO DO IT
‘ Select Requestevidence ontherow.

(2 Editthe Message if youwantto.
' Select Notify Employee .

TIP
¢ The employee gets anotification and sees the request in their attendance calendar.

Request Evidence

Message *

Please request a correction for 23 Oct 2026 with a
short explanation.

%

Cancel [D Notify Employee
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€X) Map anunmapped device punch
When a biometric or card reader sends a badge number HR4ON does not know, the punch waitsin
Unmapped punches . Map it to theright person so the dayis calculated.
HOW TO DO IT
1) Select Unmapped punches .
2 Selectthelink button at the end of therow and use Find employee to searchbyname ornumber.
3 Tick Remember this badge for future punches from this device so the next punches map automatically.

4 Confirmtoresolve the punch.

GOOD TO KNOW
¢ Unmapped punchesinside a period blockits freeze until they are mapped or dismissed.

7ON Q Searchpages and features cerl K @ AphaDemo [P @

Home

Exceptions © =]
i Approvals
Team Today Daily Register Punch Reviews Corrections Periods Reports Setup

My workspace 5 o 123 & 2 Mers -
Needsafix Warnings Unmapped punches
Y= Myrequests
Q Badge ordevice D Columns
i My attendance
BADGE / KEY DEVICE PUNCH TIME REASON STATUS
) My profile
- Blocks 2
Family & bank RFID-9999 Device APl simulator 21 0ct2026,9:41am No employee mapped & Blocker @
© Myjob history RFID-9999 Turnstile RFID (toggle) 21 0ct2026,9:41am No employee mapped & Blocker [}
My leave 1-20f2 Rows 20 ¢ < | Pagel/l >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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EX) Review correctionrequests
Employeesraise a correction when a punchis missing orwrong, and an overtime request when they worked
extra time. Theirmanager approves them; HR can see and act on all of themin Corrections .
WHAT YOU SEE
e MyTeam and Mine :requestsyouapprove, andyourown.
e Pending , Approved , Returned (andmoreunder More ): the status of eachrequest.
HOW TO DO IT
1 Selectthe Corrections tab.
2 Choose astatus.

3 Selectarequesttoopenit.

hON Q Searchpages and features ctrl K @ Aphademo B @

Home

Corrections © =
Team Today Daily Register Exceptions Punch Reviews Periods Reports Setup
My workspace Mine
Y= Myrequests
2 9 di @ 3 ed = Rot d More i
) Myattendance s, ot T

). My profile Q Name, number orreference & Anydate @ Columns

Approvals

Family & bank EMPLOYEE Work date PROPOSED REASON REFERENCE Status

) My job history Forgot to punchout after the release call

Aditya Gupta ALPO0013 12 Oct 2026 - Missing punch asrecorded - 18.42 (Demo) REG-2026-000002 © Approved
My leave
Worked from home: internet installation visit
Divya Pillai ALPOOO 140¢t2026 - Work fromhome REG-2026-000001 © Approved
My onboarding athome (Demo)
My payslips 1-20f2 Rows 20 ¢ <  Pagel/l >

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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m Decide a correction

A correction shows the requested change side by side with what was recorded, so you can approve with
confidence.

WHAT YOU SEE

Recorded Punches and CurrentIntervals : what the system has now.

Before And After : how status, paid days and worked time change if you approve.

Policy Explanation : the rules used to recalculate.

After payroll freeze : shownwhen the day is already frozen; approving creates an adjustmentinstead of

changing the frozen snapshot.

HOW TO DO IT

1

2

3

Opentherequest.

Check the evidence and the before and after figures.

Select Approve , Return (toaskforchanges)or Reject withareason.

/ (o] ] Q Searchpages

s and features

Home

5 Approvals <

My workspace 2

= Myrequests

i My attendance

In9

) My profile
Family & bank

) My job history
My leave

7. My onboarding 2

My payslips -]

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

REG-2026-000002

Ctrl K

Missingpunch-120ct2026 © Approved

Missing punch
19 am:Outnone
Worked 0h00m

Paid0 - LOPO - Pending 1

Approver: Approved (Demo)

Recorded Punches

9:19am In

[] Mobile W Location not shared
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empLOYEE AdityaGupta (ALPOOO13) sHiFT GEN 9:30 am-6:30 pm

Before And After

BEFORE (V1)

REQUESTED

Missing punch
Inas recorded - Out18.42

Forgot to punch out after the release call

(Demo).

@D Alpha Demo

suBMITTED 20 0ct2026,7:42pm  pecioep 210ct2026,7:42 pm

AFTER (V2)
Present

In9:19am- Out 6:42 pm
Worked 8h 23m

Paid1.LOPO

Evidence: Demo evidence note.

(© Currentintervals

9:19 am - 6:42 pm Corrected  9h23m

E=  Policy Explanation

1 shift GEN 09.30-18.30 from Company Default Pattern;
scheduled 8h 00m (wall clock)

2 policy: STDV1
3 Approved caorrection REG-2026-000002: out-time 18:42.
4 Corrected 09:19-18:42 = 9h 23melapsed

5 Unpaid break: 60m deducted (Omrecorded between punches
shift break 60m)

6 Worked 8h 23m: full day needs 8h 00m, half day 4h 00m then
1.0 attended

7 Result: Present - paid1.0 - loss of pay 0.0

2Q
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Review remote and selfie punches

Punches made from home, outside the office geofence, with low location accuracy or without a required selfie
are queuedin PunchReviews . They count fornow;you confirm orreject them.

WHAT YOU SEE

e SELFIE , LOCATION and REASON columnsshow why the punchisinthe queue (forexample Remote |,

No location ).

e Pending :waiting forthe manager. Escalated :notreviewedintime and passedto HR.

e OpenMap showswhere the punchwas made, when alocationwas shared.

HOW TO DO IT

1 Selectthe PunchReviews tab.

2 ) Checkthe selfie andlocation.

3 Selectthe thumbs-up button( Approve ), orthe thumbs-down button ( Reject ) and give areason. You can
tick several rows and decide them together.

GOOD TO KNOW

e Arejected punchisremoved from the day's attendance. The employee is notified and canrequest a correction.

hoN

)l Home

Y Approvals

My workspace
Y= Myrequests
@ My attendance
My profile
@ Family & bank
&® My job history
My leave
My onboarding
My payslips
3 Mydocuments
3 My Shifts & Holidays
Documents & pay
My performance
My timesheet

& Mybenefits

Q Searchpagesand features

PunchReviews ©

Team Today Daily Register

1

Pending
Q Search name or number

SELFIE EMPLOYEE

R Kavya Rao ALP0000?

1-1ofl
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ctr1 K

Exceptions Corrections

A l
Escalated

B Anydate

Punch ¢

0

Approved

+) In10:34am - 23 Oct 2026

Periods

LOCATION

Reports Setup

0

Rejected

REASON

Remote Nolocation

&) AlphaDemo

More

STATUS

O Escalated

Rows 20 <

<

2 Q

I Columns

Pagel/l >
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ON YOUR PHONE

Punchreviews on a phone.

PunchReviews ¥ ©

ol al ©0
Pending Escalated Approved

Q Searchname or number B Anydate

KavyaRao A O Escalated
2] In10:34am- 23 Oct 2026

Remote  Nolocation

| &

< Pagel/l >

@ m &

Home Attendance

Approvals
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03 Attendance setup: policies, overtime and devices

Setup holdstherulesattendanceis calculated with and the devices punches come from. Changes
here affect everyone, so make them carefully and preview first.

Understand attendance policies
An attendance policy sets grace times, full and half-day thresholds, rounding, break deduction, how absences
are treated, overtime and selfie rules. Each company has a default policy, and a work location can have its own.
WHAT YOU SEE
e The summary line shows the rules in plain words, for example "overtime min 30m, cap 4h OOm, approval”.
e Badgeslistthe versions: current , scheduled (startslater)and pastversions withtheirdates.
HOW TO DO IT
1) Selectthe Setup tab,then Policies .

2 Readthe currentversion of each policy.

GOOD TO KNOW
¢ Policies are versioned by date. A new version never changes a frozen period.

"ON Q Searct

ctrl K @ Alpha Demo Q @

)l Home

Attendance Setup © AlphaDeme v = @
Approvals
Team Today Daily Register Exceptions Punch Reviews Corrections Periods Reports

My workspace @ Devices Geofences Badge Mappings
= Myrequests
T Attendance Policles @ + New Policy

B My attendance
Standard attendance policy STD - compa

). Myprofile Grace shift / shift min - full day shift minimum - half day shift - rounding none - absence loss of pay - overtime min 30m, cap 4h 0Om, approval - selfiein office optional
remote required

3 Family & bank
+ NewVersion

@ Mylobhistory V21rom230¢ct2026 -current  vifrom01Jan2025 to 23 Oct 2026

My leave

¢ Myonboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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Change a policy with a new version

To change arule, create anew version from a date. Earlier days keep the version they were calculated with.

WHAT YOU SEE

Grace, thresholds and rounding: Gracein(min) , Grace out(min) , Fullday(min) , Half day (min) , Rounding ,
Rounding step (min) , Deductbreak after (min) and Absence without punches (loss of pay, or pending until
reviewed).
Overtime: switchon Overtimeis eligible under this policy , then setthe Minimum (min) , the
Payable cap / day (min) , Counts as OT day from (min) andthe Payrollrate code . Tick
Manager approval required before overtime is payable and Work on weekly offs and holidays counts as overtime as
your policy requires.
Selfie at clock-in / out; Off , Optional or Required , separately for Inside office geofence and
Remote or outside office .
Preview on a sample day: enter shift times and punches, then select Preview to see the status, paidunits,
late minutes and overtime the new rules would give.

HOW TO DO IT

1

2

Onthe policy, select New Version .

Set Effective from .

Change therulesyou need and fillin Why this change .
Try asample day with Preview .

Select Schedule Version .

GOOD TO KNOW

¢ Overtime amounts are calculated in payroll from the rate code; attendance only counts the minutes and OT days.

New Version of STD

Code* Name*
[> Preview onasample day
STD Standard attendance policy @ o
Shift start Shiftend

Applies to Effective from* 09:30 © 18:30

Whole compan 02-1-2026 0O T Outpunch

GRACE, THRESHOLDS AND ROUNDING 09:47 ® 18:20

Grace in(min) Grace out (min) Full day (min) Unpaid break Leave

60 None

Empty =shift Empty =shift Empty = shift minimum

Half day (min) Rounding Rounding step (min) Weekly off

None % o)

D Preview
Empty = shift

Deduct break after(min) ~ Absence without

punches
300

Lossofpay(co

Deduct the shift's unpaid break when not punched

@
(OVERT\ME )
«©

Overtime is eligible under this policy

Minimum (min) Payable cap / day (min) Counts as OT day from

[rnin)

Cancel Schedule Version
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New Version of STD
punches
300
Lossofpay(co v

Deduct the shift's unpaid break when not punched D

OVERTIME

Qvertime is eligible under this policy C

Minimum (min) Payable cap / day (min) Counts as OT day from
(min)
30 240

Payrolirate code

OT-STD

1

Rates live in payroll

[ Manager approval required before overtime is payable

Work on weekly offs and holidays counts as overtime

SELFIE AT CLOCK-IN / OUT

Inside office geofence Remote oroutside office

Optional Required

Notes Optional

Cancel Schedule Version

The overtime and selfie rules further down the same form.
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EX) Night shifts and overtime days

Night work is set on the shift, not on the attendance policy. A shift that ends after midnight is an overnight shift,

and the attendance period counts night-shift days and overtime days for payroll allowances.

WHAT YOU SEE

e In Shifts & Rosters > Shiftsetup ,an overnight shift showsits end time with "(+1day)", forexample
NIGHT 22:00 - 06:00 (+1day) .

e Theshift's Work date for overnight duty decides which date the nightbbelongsto, and the
Allowance inputcode sends a night or shift allowance to payroll.

¢ Ontheattendance period, Payable OT shows overtime hours with the number of OT days and nights.

HOW TO DO IT
1 See"Setup shifts and night shifts" in the Shifts and rosters chapter for the shift form.

(o]} Q Searchpage

ctrl K @ AlphaDemo @ @

) Home SHIFTS & ROSTERS

Approvals < Shift Setup @ Alpha Demo v + New Shift
Work Patterns Pattern Assignments Coverage Skills

My workspace

Q searchcode orname & @ Columns
7= Myrequests
Code Name HOURS PAIDWORK  KIND Status VERSION
3 My attendance
EVE Evening shift 14:00-22:00 7.5h Fixed @© Active vl from 01 Jan 2025
) My profile
GEN General shift 09:30-18:30 8h  Fixed @ Active vl fromOl Jan 2025
% Family & bank
MOR Morning shift 06:00 - 14:00 7.5h  Fixed © Active v1 from 01 Jan 2025
© My job history
NIGHT, Night shift & 22:00-06:00 (+1 day) 7.5h  Fixed © Active v1from Ol Jan 2025
My leave
5 ONCALL On-call (standby) & 18:00-08:00(+1 day) 14h  On-call @ Active v1fromO0lJan 2025
My onboearding
My payslips 1-50f5 Rows 20 ¢ < Pagel/l >

3 Mydocuments

$ My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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EX) Manage punchdevices
Devices lists the biometric terminals, RFID readers and face kiosks that send punches. Devices send only an
identifierand a time; no fingerprints or face templates are stored.
WHAT YOU SEE
e Eachdevice showsits type, location, time zone and when the last punch arrived.
e "nodirection (alternates)" means the device does not report In or Out, so punches alternate.
e ImportLogFile loads apunch file exported from a device thatis not connected.
HOW TO DO IT
1 Selectthe Devices tab.
2 Select NewDevice toaddone:enter Code , Name , Kind , Location and Timezone .

3 Use Editdevice tochangeadeviceorsetit Inactive .

7 ON Q Searchpage

ctrl K @@ Alpha Demo Q @

P fHome Attendance Setup © AlphaDeme v = &

Approvals
Team Today Daily Register Exceptions Punch Reviews Corrections Periods Reports

My workspace Policies @ Geofences Badge Mappings
= Myrequests
& PunchDevices O 3 ImportLogFile [EEENIEVEN

g My attendance
w HQ lobby biometric HQ-810-01 Oatve (9|2
) My profile Biometric terminal - Hyderabad HQ - Asia/Kolkata
& Family & bank & Turnstile RFID (toggle) HR-GATE-02 © Active 4 7

RFID reader - Hyderabad HQ - Asia/Kolkata - no direction (alternates)
9 My job history

My leave

My onboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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Connect a Matrix COSEC biometric system

HR4ON connects to Matrix COSEC face, finger and card terminals. Add the device with the kind
Matrix COSEC (face / finger / card) ,then openits connection settings.

WHAT YOU SEE
e Connectionmode : Pullfrom Server (HR4ON reads new events fromyour COSEC server every few minutes)
or DevicePushes (the device sendseventstoHR40ON;youenterthe
Third-party server URL (enter on the device) and Devicekey shownonthe screeninto the device).
e TestConnection checksthe settings; SyncNow reads events straight away.
e Recentsyncs shows each sync and how many eventsit broughtin.
¢ Unmapped COSECusers lists COSEC userids thatare notyetlinked to anemployee. Link them with
Find employee .

e Import COSEC Export loads anevent file exported from COSEC.

HOW TO DO IT
. On Devices , select NewDevice andchoosethekind Matrix COSEC (face / finger / card) .

. Save the device, then selectits Matrix COSEC connection button.
‘ Choose the connection mode and fill in the details from your COSEC administrator.

. Select Test Connection ,then Save Connection .

GOOD TO KNOW
e The COSEC passwordis stored securely and never shown again afteryou save it.

New Device

Code*

Kind * Location
Matrix COSEC (face /fing v Not set
Time zone Status

Asia/Kolkata Active

Empty = company time zone
Device does not report In/Qut (punches alternate)

Notes Optional

Ganeel

Adding a Matrix COSEC terminal.
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EX) Setupgeofences
A geofenceis acircle around an office. When location capture is on, punches inside the circle count as in-office;
punches outside are flagged forreview.

HOW TO DO IT
1 Selectthe Geofences tab,then New Geofence .

2 Enterthe Name , Worklocation , Latitude , Longitude and Radius(m) . Use My Location fillsin whereyou
are standing.

3) Select Save Geofence .

GOOD TO KNOW
e Location capture, flag or block mode, the correction window and freeze approval are company switchesin
Settings under Attendance.

hoN

ctrl K @@ Alpha Demo g @

- Attendance Setup © AlphaDeme v = &

i Approvals
Team Today Daily Register Exceptions Punch Reviews Corrections Periods Reports

My workspace Policies Devices Badge Mappings
= Myrequests =
© Geofences O + New Geofence

¥ My attendance
Hyderabad HQ campus
My profile 17.44830,78.39150 - radius 300 m - Hyderabad HQ

@® Active 4

Family & bank
Y My job history

My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet

& Mybenefits

2 Mvassets
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Map badges to employees

Devices are matched by employee number automatically. When a device sends abadge or cardid instead, add
abadge mapping.

HOW TO DO IT
. Selectthe Badge Mappings tab,then New Mapping .

. Enterthe Badge/cardid ,choosethe Device (or Anydevice )and find the employee.
. Set From andselect AddMapping .

. To stop amapping (alost card), select Endmapping and give areason. Past punches keep theirmapping.

New Badge Mapping

Badge /cardid *

Device

Any device
Find employee

Name or number

Employee*

Choose

From*

02-11-2026

Note Optional

Cancel ¢ AddMapping

The New Badge Mapping form.
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04 Attendance periods and the hand-over to payroll

At the end of each month you validate the attendance period, clear the blocking items and freeze it.
The frozen snapshot is what payroll pays from.

&) Seethe attendance periods

Periods lists the monthly attendance periods foreach company with theirreadiness and status.
WHAT YOU SEE
e READINESS :whetherthe period has beenvalidated, and how many blockers remain.
e SNAPSHOT :the frozen version payroll uses.
e Statuses: Open , Freezepending (waitingforpayrollapproval), Frozen , Reopen pending .
HOW TO DO IT

1 Selectthe Periods tab.

2 Selectaperiodtoopenit.Use NewPeriod if a monthismissing.

4 ON Q  searchpages and features ctrl K &) Alpha Demo Q @

H
“18 Attendance Periods © AphaDemo v &

Approvals
Team Today Daily Register Exceptions Punch Reviews Corrections Reports Setup

My workspace I Columns
NNy recpioats PERIOD Dates ¥ READINESS SNAPSHOT  Status
il My attendance Oct202¢6 010ct2026 - 31 Oct 2026 Notvalidated © Open
)’ My profile Sep2026 01Sept 2026 - 30 Sept 2026 Notvalidated © Open

Family & bank 1-20f2 Rows | 20 ¢ < Pagel/l >

& Myjob history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Review readiness and validate

The period page shows the totals for the month and a readiness list of everything that must be done before
payroll.

WHAT YOU SEE

e Totals: Employees , Paiddays , Lossofpay , Pendingdays and Payable OT (with OT daysand nights).

e Readiness groupsitemsas Blocking or Warning ,eachwitha Review link straight tothe matching
exceptions.

e Thetable compares each person's snapshot with their current paid days, loss of pay and payable overtime.

HOW TO DO IT
1 Openthe period.

2 Select Validate tocheckthe periodagainafterfixingitems.

3 Useeach Review linkto clearblockers, thenvalidate again.

hoN Q  Searchpages and features ctrl K ) AlphaDemo @ @
Home ALPHA DEMO
Approvais < Oct2026 © Oopen S & Freeze For Payroll
® S5blockingitems before this period can be frozen Validate
My workspace
DATES 01 Oct2026 -31 Oct2026 ray crour Whole company  vaLiDATED Notyet  arTer Freeze Corrections become adjustments
= Myrequests
Employees Paid days Lossof pay Pending days Faysble O
i My attendance g poyees el eSS o
A 19 @ 439 ® g5 A 42 gy haom
) My profile
Family & bank @
P Mylobhistory Blocking 4 Missing punches/absences underreview: correct or decide each day. Review
My leave
Blocking 1 Unmapped device punches in this period: map or dismiss them Review
7 My onboarding .
Waming 96 Absences recorded as loss of pay, short hours and geofence flags: review before freezing Review
My payslips
My documents
EMPLOYEE SNAPSHOT PAID + ADJUSTMENTS CURRENT PAID CURRENT LOP PAYABLE OT
My Shifts & Holidays
AaravMehta ALPGOOO! 235 5.5 0h00m
Documents & pay
KavyaRao AL 24 4 0h00m
My performance
Rohan lyer ALt 245 45 0h00m
Mytimeshect Meera Nair ALPO00C04 25 4 0h00m
My benefits Arjun Kapoor ALPO0005 24 5 0h00m
2 Mvassets Sneha Reddy n1rO0006 24 4 0h 00m
Vikram Shah ALPOO0O! 25 4 0h0Om
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EX) Freeze the period for payroll

Freezing takes animmutable snapshot of paid days, loss of pay and overtime for every person, and sends it to
payroll.

HOW TO DO IT

1

2

3

Clearevery blockingitem. Freeze ForPayroll stays disabled until there are none.

Select Freeze ForPayroll and confrmwith Freeze .

The period waits as Freeze pending until a payroll checker approvesit, then shows Frozen .

GOOD TO KNOW

¢ Freezing needs a payroll checker's approval (four eyes). The person who requested the freeze cannot approve it.

o Afterthe freeze, approved corrections appearunder Adjustments foralater payroll; the snapshotitself never

changes.

ToN

Home

Approvals

My workspace

= Myrequests

@ Myattendance

) My profile
Family & bank
My job history
My leave

7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2. Mva

Q Searchpagesand features ctrl K

ALPHA DEMO

< Sep2026 © Oopen

® 499 blocking items before this period can be frozen

b Alpha Demo @ @

& o|

pates 01 Sept2026 - 30Sept2026  rav crour Wholecompany  vaviparen Notyet  arrer Fresze Corrections become adjustments

oy Employees Paid days

A 17 @) o

Lossofpay

® o

© Readiness

Blocking 499 Employee-days not calculated yet: run Validate

Revision Comparison Adjustments 0 Snapshots 0

EMPLOYEE SNAPSHOT PAID + ADJUSTMENTS

Aarav Mehta ALFC

KavyaRao Al

Rohan lyer ALPODD03
Meera Nair ALPO0004
Arjun Kapoor ALPO0OCOS

Sneha Reddy /L

Vikram Shah ALFO0007

Farhan Ali ALPOO008

LakshmiMenon ALPO

Neha JoshiaLPooC

Pending days

A o

CURRENT PAID

©]

CURRENTLOP

) Validate

=
[ @ vaote |

Payable OT
0h00m

ights

PAYABLE OT
0h0Om
0h0Om
0Oh0Om
Oh0Om
0h0Om
0h0Om
0h0Om
0h0Om
Oh0Om

0Oh0Om

Aperiod that has not been calculated and validated yet: Freeze For Payroll stays disabled until Validate shows no blocking items.
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EX) Late corrections, snapshots and reopening

The tabs under the period show what changed after the freeze.

WHAT YOU SEE

e Revision Comparison : snapshot against current figures per person; Differs marks people whose days have

changed.

e Adjustments :corrections approved after the freeze, passed to payroll as adjustments.

® Snapshots :every frozenversion, including superseded ones.

HOWTO DO IT

1 Tochangeafrozenperiod, select Reopen and give areason,thenconfirmwith RequestReopen .

2 Afterpayrollapproves, the days become editable. Freeze again to create a new snapshot version.

hoN
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Home

Approvals

My workspace

= Myrequests

B My attendance

) My profile

Family & bank

© My job history

My leave

7 My onboarding

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

2 Mvassets

Q Searchpagesand features

ALPHA DEMO

< Oct2026 © O©open

ctrl K

® S5blockingitems before this period can be frozen.

@ Alpha Demo

=]

DATES 01 Oct2026 - 31 Oct2026 pay crour Wholecompany vaLipateD Notyet arTer Freeze Corrections become adjustments

o Employees
~

© Readiness

Paid days

@ 439

®

Lossof pay

Blocking 4 Missing punches/absencesunderreview: correct ordecide each day.

Blocking 1 Unmapped device punches in this period: map or dismiss them

Wwarning 96 Absencesrecorded asloss of pay, short hours and geofence flags: review before freezing

{ o, I i ]

EMPLOYEE

AaravMehta

Kavya Rao ALPO!
Rohan lyer ALFO0003

Meera Nair ALPOC

Arjun Kapoor ALf

Sneha Reddy /L7

Vikram Shah ALPO000O7

SNAPSHOT PAID

+ADJUSTMENTS

& Pending days
42

CURRENT PAID
235
24

245

CURRENT LOP

55

4

45

2Q
& Freeze For Payroll

() Validate

Payable OT
1h30m

Review

Review

Review

PAYABLE OT

0h00m

0h00m

0h00m

0h00m

0h00m

0h00m

0h00m
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05 Leave requests and approvals

Leave underTime & attendance is HR's leave workspace: every requestin your scope, the team

calendar, payrollinputs and administration.

&) Seeallleaverequests

Requests listsleave in your scope with the balance impact of eachrequest.

WHAT YOU SEE

e Pending , Upcoming , Approved and All (moreunder More )filter by status.

e BALANCEIMPACT showshow many days the request takes from the balance.

e Statuses: Pending Approval , Approved , Rejected , Returned , Withdrawn , Cancelled .

HOW TO DO IT

1. Open Leave .

2 Choose astatustile, oruse Filters andthe date chip.
3 Selectarequesttoopenit.

4 Use Export or DownloadPDF foralist.

hoN Q sea o
Home =
Leave ©
Approvals
@ Team Calendar Reports Payroll Administration
My workspace 3 7 ® 11
Upcoming Approved
= Myrequests
Q Searchemployee, number or referer = Filters ) Anydate
i My attendance
) Myproﬂle EMPLOYEE LEAVE TYPE Start / End
o Priya Sharma
Family & bank ALPOOOT2 - LV-2026-000002 Earned Leave 12Novto16 Nov 2026
% Myjob history Divya Pillai
ALPOOO16 - LV-2026-000013 Gaspalt eave 10NoyZ026
My leave e
shita Bose
- ALPOOOM. LV-2026-000008 CasualLeave 26 Oct 2026
7' My onboarding
=uniia Patl Casual Leave 26 Oct2026
My payslips BET00004 - LV-2026-000002
My documents 1-40f4

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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All

Duration

5days

lday

lday

lday

@ AlphaDemo @ @

@Kg

More

I Columns

BALANCE IMPACT Status

-5days

-lday

-lday

-lday

Pending Approval

(© Pending Approval

Pending Approval

(® Pending Approval

Rows 20 ¢ <  Pagel/l

>
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Open aleave request

The request page shows everything an approver needs: the days charged, the balance, team coverage and the
approval route.
WHAT YOU SEE

e Days :eachdatewithhowitis charged. "Off day charged (sandwichrule)" means a weekend between leave
days counts.

e Team Coverage :how many othersinthe team are off on the same dates. Confidential leave types are never
shown.

e ReasonAndEvidence and LedgerEntries : why the leave was taken and the days held on the balance.
e Approval history : who has decided so farand who is next.
HOW TO DO IT
1 Opentherequest.
2 If youare the current approver, select Approve , Return or Reject .
3 Select Approvalhistory toseetheroute, or Fullledger (under LedgerEntries )to see the person'sbalance
history.

4 Use Withdraw towithdraw a pendingrequest onthe employee's behalf. The held days are released
immediately.

GOOD TO KNOW
¢ Pending days are held on the balance until the decision, so two requests cannot spend the same days.

, (o] ] Q Searchpagesand features ctrl K @ Alpha Demo Q @

Home LV-2026-000002 - PRIYA SHARMA

Approvals < EarnedLeave-5days © rendingapproval e <

X Waiting for Manager approval (REQ-2026-000001). 5 days held until the decision.

My workspace
EMPLOYEE PriyaSharma- ALPO0O12 Dpates 12Novto16 Nov2026 cHarGED S5days MpacT -5days BALANCENoW 34.5 available
= Myrequests susmiTTeD Tldaysago arrLiED BY Employee  sTer Manager approval
)i My attendance
Y B Days ' Approval history.
) My profile
' aHe Working d 1
Vorking day
Family & bank 12Now2026
hidy Working day 1
©) Myijob history 13Nov2026 L
My leave SAT ) n
MNov202s  Off daychargedisandwichrule) 1
¢ Myonboarding SUN
f h chrul
15Nov 2026 Off day charged(sandwichrule) 1
My payslips
o Working d 1
16Nov2026 ' OTnec

My documents

RISt kRS A TeamCoverage

Documents & pay

12Nov 2026 0 of 3others off
Fly perfmipnce 13Nov2026  OofSothersoff
14 Nov 2026 0 of 3others off
15Nov2026 0 of 3others off
My benefits 16 Nov 2026 Oof 3others off

My timesheet

2 Mvassets

¢ [E ReasonAndEvidence
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ON YOUR PHONE

LV-2026-000002 - PRIYA SHARMA

EarnedLeave - 5days
(® Pending Approval

Aleaverequest onaphone.

e < © Withdraw

¥ Waiting for Manager approval (REQ-2026-000001)
5days held until the decision

EMPLOYEE Priya Sharma - ALPO0012

DATES 12Novto16 Nov2026  cHARGED 5days
IMPACT -5days  BALANCENOW 34.5available
susMITTED T1daysago AppLIED BY Employee

sTEP Manager approval

[ Days & Approval history

THU

12Nov2026  VOKIngday

FRI

13Nov2026  \erkingday

SAT

14 Nov 2026 Off day charged (sandwich rule)

SUN

15Nov2026  Offdaycharged sandwichrule)

MON

W E
16 Nov 2026 Working day

A TeamCoverage O

12Nov 2026 0of 3 others off

@ m 88

Home Attendance Approvals More
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Approve leave from your approvals inbox

Leave goes first to the employee's manager. Leave that also needs HR approval (long leave, special leave types)
then arrivesinyour Approvals ,togetherwith everything else waiting foryou.

WHAT YOU SEE
e  Waiting forMe : decisions you needto make.

e MyRequests and DecidedbyMe :yourownrequestsandyourpast decisions.

e AllRequests :every approvalin progressinyour scope, so you can see where arequest is stuck.

Workflow Monitor shows the same foradministrators.

HOW TO DO IT
1, Open Approvals .

2 Select AllRequests to follow everythinginprogress, or Waiting forMe foryourown decisions.

3 Selectanitemto seeits details, then approve, return orreject. The employee is notified.

TIP

¢ Policies decide when HR approvalis needed, for example above a number of days. See "Create orchange aleave

policy".

ctrl K

hoN Q searct

Home
Approvals ©

0 0 & Decidedby Me
Waiting for Me My Requests
My workspace
Q Searchtitle or reference 3% Filters .~ (& Anydate
= Myrequests
Request REQUESTED BY IMPACT CURRENT STEP
i My attendance
Sunita Patil - 1day Casual Leave @ Sunita Patil & Highimpact Mfr"agsr ioe?g‘\;flsd
) My profile R s
_ . e . - Manager approval
Family & bank Divya Pillai - 1day Casual Leave @ Divya Pillai & Highimpact e
) My job histor
Lt L Ishita Bose - 1day Casual Leave © ishitaBose & Highimpact Managerapprovel
Steplof1 7 escalated
My leave
Manager approval
Priya Sharma - 5 days Earned Leave e Priya Sharma & Highimpact Steplof] A escalated

7. My onboarding
My payslips 1-4of4
My documents

$ My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

HR40ON - HR Guide: Time, Attendance and Leave - 2 November 2026

0

" Needs an Approver

Age

T1days ago

T1days ago

Tdaysago

T days ago

Due

Overdue - 9 days ago

Overdue - 9 days ago

Overdue - 9 days ago

Overdue - 9 days ago

Rows 20 ¢ <

{& AlphaDemo

2 Q

& © Workflow Monitor

AllRequests

M Columns
STATUS

& Overdue
£ Overdue
£ Overdue
£ Overdue

Pagel/l >
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ON YOUR PHONE

Approvals on a phone: here Kavya Rao, Priya's manager, sees the leave Approvals ©

request waiting for her. ® 0 @ vt
Waiting forMe My Requests

Q' Searchtitle or refere % Filters & Anydate

1@ Overdue (2)

@ Priya Sharma - 5 days A Overdue >
Earned Leave

Leave request - Manager approval
& Highimpact @ Overdue

SentTldays ago

Q IshitaBose - 1day Casual & Overdue >

Leave
Leave request - Manager approval
& Highimpact (@ Overdue

Sent 11 days ago

< Pagel/l >

@) Apply leave on behalf of an employee

Use this when an employee cannot apply themselves, for example during a hospital stay.
HOW TO DO IT
1, On Leave ,select Apply OnBehalf .
2 Choosethe employee, thenfillin the leave type, dates, half days and reason as the employee would.

3 Submit. The request follows the normal approval route and shows "Applied by" HR.

1 o] ] Q  Searchpages and features ctrl K & Alpha Demo Q @
Home LEAVE
4 Approvals < Apply OnBehalf ©
A  Employee B LEAVE WITHOUT PAY
My workspace “  Pickdates
Search Employee *
= Myrequests B </ SubmitRequest
Name oremployee number Choose v
)i My attendance
1- LEAVE TYPE
My profile
Leave Without Pay Leave Without Pay
Family & bank
Unpaid Unpaid
My job history Loss of pay Loss of pa
My leave 2. DATES
My onboarding Today Tomorrow Next Monday Next Week
My payslips From * To*
My documents dd-mm-yyyy a] dd-mm-yyyy ]
My Shifts & Holidays s DETAILS
Documents & pay Reasan®
My performance Visible to your approvers
My timesheet %
@ Mybenefits Attach Document

2 Mvassets
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) Check the team calendar
The team calendar shows everyone's leave, pending requests, holidays and weekly offs for a month, so you can
spot clashes.

WHAT YOU SEE
e L leave,alightermarkforpending, H holiday, % half day.
e The bottomrow counts how many people are off each day.
HOW TO DO IT

1 Select TeamCalendar .

2 Move between months with the arrows.

3 Selectaleave markto opentherequest.

hON Q Searchpagesand features ctr K @ Aphademo B @

Home

TeamCalendar © (=]

Requests Team Calendar Reports Payroll Administration

Approvals

My workspace ® 2
Pending
= Myrequests
}i My attendance < November 2026 > Searchpeople
) My profile
" s M T W T F s s M T W T F § § M T W T F S s M T W T F s § M
y Family & bank PERSON 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
o Aarav Mehta
% Myjob history s .
My leave Aditya Gupta %
chnology
¢ My onboarding AnanyaDas i
Operal
My payslips
vpeysip Arjun Kapoor B
People & Culture
My documents
Divya Pillai WL o
My Shifts & Holidays Eosmins -
Farhan Ali i
Documents & pay Dperations
@ Myperformance Ijérj;tffuikarn\ H H
My timesheet IshitaBose H

My benefits Karthik Subramanian

Technology
Kavya Rio ° o B

Lakshmi Menon

2. Mvassets
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06 Leave types and policies

Leave types say what kinds of leave exist; policies say how each type is earned, charged, carried
forward and encashed. Both live under Administration inlLeave.

@) Manage leave types

Aleave typeis akind of leave, such as Casual, Sick, Earned, Comp-off or Leave Without Pay, forone company.

WHAT YOU SEE

e Badgesshow the settings: Days or Hours , Confidential (team calendarsshow only "Onleave"),
HR approval , Unpaid (reportedto payrollasloss of pay), Nobalance andanygenderrestriction.

e 1policy showshow many policies use the type.

HOW TO DO IT

1. Open Leave ,then Administration .

Leave Types opens first.

2 Select NewType toaddone: Code , Name , Category , Unit andthe switchesfor Paidleave |,

Keeps abalance , Confidential , AlwaysneedsHR approval and Half days allowed .

3 Use Edittype tochangeit,or Retiretype tostopnewrequests.

GOOD TO KNOW

e Aretiredtype cannot be used for new requests; its history and balances stay.

oN

Home

Approvals

My workspace

= Myrequests

i Myattendance

) My profile
Family & bank

) Myjob history
My leave

7' My onboarding
My payslips
My documents
My Shifts & Holidays

2 Documents & pay
My performance
My timesheet

My benefits

Q searchpage

Leave Administration ©

Requests ~ TeamCalendar  Reports

LeaveTypes BRI

&8

Leave Types

Casual Leave - CL - Beta Demo
Days  1policy

Casual Leave - CL - Alpha Demo
Days  1policy

Sick Leave - SL - Beta Demo
Days  Confdential  1palicy
Sick Leave - SL - Alpha Demo
Days  Confidential  1policy
EarnedLeave - EL - Alpha Demo
Days  1policy
EarnedlLeave -EL -BetaDemo
Days  1policy

Comp-off - CO - Beta Demo
Days  1policy

Comp-off - CO - Alpha Demo
Days  1policy

Leave Without Pay - LWP - Beta Demo

Days Unpaid Nobalance lpolicy

Leave Without Pay - LWP - Alpha Demo
Days Unpaid Nobalance  1policy
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Accrual & Year-End

ctrl K

Payroll Administration

Adjustments & Imports

b Alpha Demo @ @

L=

+ NewType

2|8
Z|| 8
Z|| 8
Z || 8
2|8
Z || 8
Z || 8
Z || g
7| =
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X) Read aleave policy

The Policies tablists each policy version by leave type with its status and dates.

HOW TO DO IT

1 Selectthe Policies tab.

2 Filterbyleave typeif youneedto.

3 Select Viewrules toseeeveryrule of aversion.

oN

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Q searchpag:

Leave Administration ©

Requests ~ TeamCalendar  Reports

& Policy Versions

Comp-off policy Bl
Jan 202

Cornp-off - C

ETA (Demo)v]
5onwards

ity Leave policy BETA (Demo) v1
ave - 01Jan 202 rds

Leave Without Pay policy ALPHA (Demo) v

eave Without Pay

Earned Leave policy BETA (Demo) v1
Ear )1 Jan onwards

ards

Bereavement Leave policy BETA (Demo) v1

r ve.01Jan20250 ds

Bereave

Paternity Leave policy ALPHA (Demo) v

Paternity Leave - 01Jan 2025 onwar

Casual Leave policy BETA (Demo) v1
C € 2

01Jan 2025 onwards

Sick Leave policy ALPHA (Demo) v1

SickLeave-01 wards

Earned Leave policy ALPHA (Demo) v1
EarnedLeave - 01Jan2025 ¢
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ctrl K

Payroll (R
Leave Types @ Accrual&Year-End  Adjustments & Imports

b Alpha Demo @ @

© Published

@ Published

© Published

© Published

(@ Published

© Published

@ Published

© Published

© Published

© Published

@

L=
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Create or change aleave policy

Apolicyis created as a draft, checked and then published. Published versions never change: to changerules,
create anew version from a date.

WHAT YOU SEE

e Accrual: Frequency (monthly, quarterly, perleave year, service anniversary or granted by HR),
Units per period , whenitis Credited ,roundingand Maximum balance , and the probation and proration
switches.

e Counting & requests: Charge working days only or calendar days, minimum and maximum perrequest,
Notice (days) , Backdatedup to(days) , Document needed above , HRapprovalabove ,the Sandwichrule and
Reserve days while pending .

¢ Yearend, encashment & negative balance: Carry forwardup to , expiry of carried units and comp-off,
Allow negative balance withitslimit, Encashmentallowed , Encashuptoperyear , Keep atleast after encashing
and Encashable at exit (F&F, days) .

*  Policy text shown to employees : plain words employees see when they apply.

HOW TO DO IT
1 Select NewPolicy ,or New versionfromadate ona published policy.

2 ) Fillintherulesandselect SaveDraft .

3 Checkthedraftwith Viewrules ,thenselect Publish .

GOOD TO KNOW
¢ Demo policy values are proposals. Check every value against the law and your company policy before publishing.

New Policy Draft
Leavetype* Effective from *

Casual Leave - BETA 02-11-2026

Frequency Uniits per period Credited Round down to
Monthly 1 End of period 05
Maximum balance Prorate for joiners and leavers
Accrue during probation

Empty =no cap
Can be taken during probation

COUNTING & REQUESTS.

Charge Minimum per request Maximum per request Notice (days)

Working days only w 05 (o]

Empty =no maximum

needed above HR approval above Hoursinaday
8
Empty =never Empty =manager only Hour-unit types without aroster

Sandwich rule

Off days between two leave days of arequest are charged
Reserve days while pending

Recommended: prevents overspending by parallel requests

Cancel Save Draft
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07 Balances, accrual, adjustments and year-end

Leave balances are never edited directly. Every credit, debit, hold and correctionis aledger entry, so
you can always explain a balance.

Check leave balances

Reports inLeave shows balances foreveryoneinyourscope, one row per person and leave type.
WHAT YOU SEE
e OPENING , ACCRUED , TAKEN , RESERVED (held forpendingrequests)and AVAILABLE .

e The summary tiles show leave availed, unpaid days, pending requests, total accrued, lapsed and encashable
days.

e Othertabs: Utilisation (leavetakenbytypeandteam), Ledger (everyentry)and Liability (thevalue of leave
balances).

HOW TO DO IT
1 Open Leave ,thenthe Reports tab. Balances opens first.
2 Pickaleavetype.
3 Selectarowtoopenthe person'sledger.

4 Use DownloadCSV toexport.

ON Q  searchpages and features ctrl K @& Alpha Demo @ @
Homs Leave Reports ©

Approvals .
Requests Team Calendar Reports Payroll Administration

My workspace [] Utilisation Ledger [ Liability } 02-11-2026 ] Alltypes v 8 <4 @

D My requests Showing as of 02 Nov 2026 - one row per balance bucket

i My attendance

Availed Unpaid (LOP) Pending Accrued Encashable
) Myprofile B8 ;|.8 i) 1 X 4 ~2 854.?5 5570.25
Daysin period Requests Lapsed 0 Encashed 2
Family & bank
Q Searchemployee @D Columns
& My job history
EMPLOYEE LEAVE TYPE OPENING ACCRUED TAKEN RESERVED AVAILABLE
My leave
Harish Kulkarni
] . € t 3 0
¢ Myonboarding BETQ0001 Bereavernentloave 0 g ]
Harish Kulkarni
My payslips
ly payslip: BET00001 Casual Leave 0 10 V] 0 10
My aecnents Harish Kulkarni
d 5 0.
BET00001 Earned Leave 8 19, 0 0 20,5
My Shifts & Holidays
HaTrlsh Kalicarnd Paternity Leave 0 5 o 0 5
Documents & pay BET00001
Harish Kulkarni
[T m— e Sick Leave 0 12 0 0 12
My timesheet Nikhil Malhotra Bereavement Leave 0 3 0 0 3
BETO0003
My benefits Nikhil Malhot
ikhil Malhotra
BETO0003 Casual Leave 0 10 o 0 10
2 Mvas
Hie Malnous Earned Leave 22 125 0 0 34.5

BETO0003
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Read aleave ledger

The ledger shows every entry on one balance in date order, with the available balance aftereach one.

WHAT YOU SEE

e Entry typesinclude opening balance, accrual, reserved (pending request), taken, released, adjustment, carry
forward, lapse and encashment.

} ON Q searchpagesa

ctrl K @ Alpha Demo Q @

Home PRIYA SHARMA - LEAVE YEAR 01 JAN 2026
Approvals < EarnedLeave © &

avaiasLe 34.5 postep 39.5 REsERVED 5 CARRIEDIN 27  ACCRUED 12.5  Taken O

My workspace Opening 0 + accrued 12.5 + granted O + carried 27 +adjusted O + reversed O - consumed O - expired O - encashed 0 = posted 39.5; reserved 5 available 34.5
My requests
g
My attendance
30ct200s Ao +1.25
My profile Accrual Oct2026 o
Family & bank 220ct2026  Reserved  L-2026-000002 5
L 002 pen
My job history
30Sept 2026 Asonuat +1.25
My leave Accryal Sep s
My onboarding 31Aug 2026 Accrual +1.25
My payslips
suz0zs  Peemal +1.25
My documents A Jui2 S55
My Shifts & Holidays 30Jun2026 Accrual o
Documents & pay
SiMay2026 oo +1.25
My performance Accrual May 2026 =
A |
My timesheet 30 Apr 2026 EC L1295
Accrual A 32
My benefits — =
+L.
31Mar 2026 Ace . .25
Mv ass o
28Feb2026 A +1.25
Accrual Feb 2026 e

HR40ON - HR Guide: Time, Attendance and Leave - 2 November 2026 Page 41 of 67



Run accrual, year-end and expiry

Runs post leave credits and year-end changes for many people at once. Always preview first.
WHAT YOU SEE
e Accrual :postscredits due foramonth.

e Year-end :carries forward orlapses balances for a closed leave year. Pending requests block their balance
until decided.

e Expiry :lapses carried-forward and comp-off credits past their date.

HOW TO DO IT
1 Open Administration ,then Accrual & Year-End .

2 Under StartARun ,choosethe Company ,the Run type,the Month and,if youwant,one Leavetype .

3 Keep Previewonly tickedandselect Preview .Eachrunappearsunder Runs ;checkitsresults withthe
eye button ( Outcomes ).

4 Untick Previewonly andselect Run topost.

GOOD TO KNOW
e Re-running never posts twice: a credit already posted for a period is skipped.

{ (o]} Q  searchpages and features

ctrl K G Alpha Demo @ @

He Leave Administration © =)

Requests ~ TeamCalendar  Reports  Payroll  (QRLUNEEATS)
My workspace LeaveTypes Policies Accmal &Year-End ) Adjustments & Imports

Approvals

i My attendance
Company Run Month Leave type
) My profile P
Alpha Demo e Accrual o November, 2026 = Alltypes % o;e;\ew
Family & bank
& My job history E Runs

My leave

Accrual 2026-11
Beta Demo - 02 Nov 2026, 2:11 pm- O posted (0 units). 10 skip

@ completed [©)
7' My onboarding

© Completed | ®

My payslips Accrual 2026711

AlphaDemo - 02N

My documents
Accrual 2026-10 . .

Aok 5 ® Completed ®
\lpha Demo - 22¢

My Shifts & Holidays

Accrual 2026-09
Documents & pay Alpha Demo - 220¢t 2026, 7:43 pm - 36 posted (43.75 units), O skipped- 12 attempts Eitcnelsss) | ®

My performance
Accrual 202§A0 - ) i @ Completed ®
Alpha Demo - 22 Oct 2026, 7:43 pm- 32 posted (36 units), O skipped

My timesheet

Accrual 2026-5)7 » @ Completed @

My benefits Alpha Demo - 22 43¢ inits), 0 sk
MMy assets Accrual 2026-06 semeen @
Alpha Demo - 22 Oct 2026, 7:42 pm - 32 posted (36 units), O skipped
Accrual 2026-05 PRTAEE N
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Adjust a balance orimport opening balances
Use a controlled adjustment to correct abalance or grant extra days. Opening balances for a new leave year (or
when you move to HR4ON) are imported from a spreadsheet.

HOW TO DO IT
1, Open Administration ,then Adjustments & Imports .

2 Findthe employee, choosethe Leavetype and Entry ( Adjustment(+/-) or Grant ).

3 Enterthe Units (negativeto deduct), the Effectivedate anda Reason .

4 Select PostAdjustment .

5 Toload many balances, select OpeningBalances or Comp-off Work Events and follow the import steps.
GOOD TO KNOW
e Everyadjustmentis a permanent ledgerentry with yourreasonin the audit trail. To undo one, post an opposite

adjustment.
¢ Openingbalances canbeloaded once perleave year; later changes are adjustments.

hoN Q searct

ctrl K @ AlphaDemo @ @

He Leave Administration © B

Requests =~ TeamCalendar  Reports  Payroll (EEELINEIAIEEY
My workspace LeaveTypes = Policies  Accrual &Year-End Adjustments &Imports )

Approvals

7= Myrequests
iz Controlled Adjustment ©
@ My attendance
Find employee Employee * Leave type *
) My profile
Name or number Choose i Choose .
@ Family & bank
Entry Units * Effective date *
@ Mylobhistory Adjustment (+/-) v 02-11-2026 ]

My leave Neg

Reason*

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay
Reviewed opening balance imports &, Opening Balances 1, Comp-off Work Events
My performance

My timesheet
My benefits

2 Mv
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Settle leave encashment and payrollinputs

Payroll inLeave lists what leave sends to payroll: unpaid days, encashment and corrections to earlier periods.
WHAT YOU SEE
e PeriodInputs :unpaidleave (LOP) per date for the pay period, and encashment days.

e Locked-Period Adjustments : approved leave that changed after payrollwas locked. Select Acknowledge
once payroll has handledit.

e Encashment Settlement : approved encashment awaiting payroll. Use Record Outcome with Paid or
NotPaid ,the Payrollrun/paymentreference or Why wasitnot paid? .

HOW TO DO IT
1, Open Leave ,then Payroll .
2 Choose the company and pay period.

3 Work through each tab with the payroll team.

4 'ON Q  searchpages and features cerl K & Alpha Demo @ @

)l Home

Leave For Payroll © =

Requests ~ TeamCalendar  Reports (@ZUSUN  Administration
My workspace [ Period Inputs ] Locked-Period Adjustments [ Encashment Settlement ]

= Myrequests

¥ Approvals

= Awaiting Payroll Outcome

i My attendance
ArjunKapoor - Earned Leave
ENC-2026-000001-Re:

2days O Awaiting Payroll
quest

My profile
& Family & bank
9 Myjob history
My leave
My onboarding
My payslips
3 Mydocuments
3 My Shifts & Holidays
Documents & pay
@® Myperformance

My timesheet

@ Mybenefits
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08 shifts androsters

Shifts & Rosters is where you define shifts and work patterns, planrosters for teams that work in shifts
and handle swaps and last-minute changes.
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E&) Setup shifts and night shifts

Shiftsetup lists the shifttemplates: general, rotating, split, flexible, overnight and on-call.

WHAT YOU SEE

e FEachshift showsits times, paid hours, kind, status and version. Overnight shifts end "(+1day)".

e Theshiftformcovers Start , End ,breaks( AddBreak ), grace, Minimum minutes fora full day ,
Half-day minutes , Requiredskill , Timezone and,fornight shifts, Work date for overnight duty .

e Allowances: Allowanceinputcode and Allowanceunit ( Pershift or Perhour ), with switches forno
allowance on holidays orleave days. Payroll calculates the amounts.

HOW TO DO IT

1. Open Shifts & Rosters and selectthe Shiftsetup buttonatthe top of the page.

2 ) Select New Shift , fillinthe formand select Create Shift .

3 Openashifttoseeitsversions. Use New Version tochangeitfromadate, Copy tomake asimilarshift, or

Retire .

GOOD TO KNOW

e Rosters already planned keep the exact shift version and times they used.

-‘ON Q  Searchpages and featt

) Home SHIFTS & ROSTERS

Approvals < ShiftSetup ©

My workspace
Q Searchcode orname
= Myrequests
Code Name
@ My attendance
EVE Evening shift
) My profile
GEN General shift
Family & bank
MOR Morning shift
Y My job history
NIGHT Night shift
My leave
= ONCALL On-call (standby)
My onboarding
My payslips 1-50f5

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

8 Mvassets
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ctr1 K

m Weork Patterns ] Pattern Assignments Coverage Skills

HOURS

14:00 - 22:00
09:30-18:30

06:00 - 14:00

& 22:00-06:00 (+1 day)

& 18:00 - 08:00 (+1 day)

PAID WORK

75h

8h

7.5h

7.5h

14h

KIND

Fixed

Fixed

Fixed

Fixed

On-call

AlphaDemo v + New Shift

Status

@ Active

@ Active

@ Active

© Active

@ Active

Rows

&) AlphaDemo Q @

& [ Columns
VERSION
v1from 01 Jan 2025
vlfrom0lJan2025
v1from Ol Jan 2025
v1fromO01Jan 2025

vl from 01 Jan 2025

20 ¢ || ¢ ['Pager/i| >

Page 46 of 67



hol

Ctrl K G AlphaDemo Q @

Home ALPHA DEMO

Approvais < NIGHT - N|ght shift © OAactve & overnight [N =]

HOURs 22:00 - 06:00 (nextday) raipwork 7.5h Breaks Mealbreak30min crace 10in-10o0ut  FULLDAYMiNIMUM 7.5h  woRrk DATE Startday kinD Fixed

TIMEZONE Company  ALLOwANCE INPUT NIGHT-ALLOW (pershift) usep sy OPS-ROT - Operations rotation - Morning -» Evening » Night
My workspace

9
My requests © Versions

My attendance vl cCurent  01Jan2025-open 22:00-06:00(+1)-7.5h 22plannedduties D

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

Anight shift: the end time falls on the next day.
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€X) Work patterns and coverage

Work patterns set weekly offs and rotations; coverage rules set how many people aroster needs.

WHAT YOU SEE

e  Work Patterns : a weekly-off pattern orarotation with Cyclelength (days) . The Company default appliesto
everyone without their own pattern.

e Pattern Assignments : give a person a patternfrom a date.

e Coverage : minimum and maximum people per shift, role, skilland location.

HOW TO DOIT

1 Selectthetabyouneed.

2 Usethe addbuttonatthe top (forexample New Pattern ), fillin the form and save.

70N

Home

Approvals

My workspace

7= Myrequests

i My attendance

) My profile

Family & bank

® Myjob history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

$  Mvassets

SHIFTS & ROSTERS

< ShiftSetup ©

Skills : scheduling skills that Learning certifications do not cover.

ctr1 K

o GEN-5D - General - Mon-Fri,
Sat/Sun weekly off

7-daycycle -5 working days - about

40 hperweek : 0 people

GEN GEN GEN
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3 people
Fi Sal Mc ¥
GEN ort ofr MOR MOR
M i
EVE EVE
Mon Tue
NIGHT NIGHT

NIGHT

Thu
MOR

Thy
NIGHT

@& Alpha Demo

CompanyDefault @ Actve 2 o OPS-ROT - Operationsrotation - Morning -
Evening = Night
21-day cycle - 15 working days - about 37.5 h perweek

EVE

NIGHT

oft
oft

oft
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m Seerosters

The Rosters tablists eachteam'sroster by period withits status.

WHAT YOU SEE

e Statuses. Draft , Pending Approval , Approved , Published ,andunder More , Superseded and Cancelled

e OPENSHIFTS and CHECKS showunfilledslots and whethertherosterhasbeenvalidated.

HOWTO DOIT

1, Open Shifts & Rosters .

2 Select NewRoster tostartoneforateam andperiod, oropenanexistingroster.

ON

Home

Approvals

My workspace

Y= Myrequests

i My attendance

). My profile

>\ Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets

Ctrl K

Q Searchpagesa

Shifts & Rosters ©

Assignments

s 2 n L o0 0
Current Draft Pending Approval Approved

AlphaDemo ¥

Swaps Changes Reconciliation

Q Searchreference orname 3= Filters

Roster Name TEAM / UNIT Period

ROS-DEMO-0002v] Field Operations - next fortnight Field Operations 2Nov - 15Nov 2026

ROS-DEMQ-0001v] Field Operations - fortnight Field Operations 19 Oct- 01 Nov 2026

1-20f2
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8
Published

STATUS

) Draft

@ Published

PEOPLE

3

3

Rows

@ Alpha Demo

o
&

OPEN SHIFTS

More

1

1

<

2Q

I Columns

CHECKS

Notvalidated

Notvalidated

Pagel/1l

>
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m Plan aroster

The roster planner shows people by day. Assign duties, add open shifts for others to claim, then validate.
WHAT YOU SEE

e Grid and List views; move betweenweeks with the arrows.

e Assign opens AssignDuty :choose the employee, shift, dates and, for open shifts, Openslots perdate .

¢ Validation checks overlaps, rest time, weekly hours, consecutive days, approved leave, availability, skills,
retired shifts, holidays and coverage.

HOW TO DO IT
1. Openadraftroster.
2 Select Assign toaddduties, orselectacelltochangeit.
3 Select Validate andfixhard conflicts.

4, Select SubmitForApproval . Afterapproval, select Publish , giving an override reason for any warning.

GOOD TO KNOW
e Draftsare proposals only; employees see aroster only once it is published, and they are notified.
e Published versions are frozen. Use Revise tochange them.

4 ON Q  searchpages and features cerl K & Alpha Demo Q @

Home ALPHA DEMO - FIELD OPERATIONS

Aoy < ROS-DEMO-0002 - Field Operations - nextfortnight © 20wt vesor1 & © -~

PERIOD 2Nov-15Nov2026 reople 3 puties 30 opensHIFTs 1 cHecks Notvalidated

My workspace = 3
o % Plan 2Nov-08Nov2026 >  8§Grd  i=List
= Myrequests
EMPLOYEE MCN 02 TUEOQ3 WED 04 THUOS FRIO& SATO7 SUNO8 HOURS
)i My attendance " -
Ananya Das £ MOR A MOR & MOR & MOR Ep Weekly Off Cp Weekly Off .
) My profile netionsExeciitve 00- 14 06:00-14:00 06:00 - 14:00 06:00-14:00
Family & bank Divya Pillai X EVE & EVE X EVE X EVE % EVE P Weekly Off & Weekly Ot -
Operations Executive 14:00-22:00 14:00-22:00 14:00-22:00 14:00- 22:00 14:00-22:00
) My job history
Manish Yadav & NIGHT & NIGHT @ NIGHT & NIGHT @& NIGHT € Weekly Off & Weekly Off 7
My leave OperstionsExecutive 00-06 2:00 - 06:0 00 -06:00 00-06:00 22:00-06:0
My onboarding Open Shifts © Open - NIGHT

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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X)) Assignaduty

The Assign Duty form adds duties for the chosen people on the chosen dates, or open shifts anyone qualified

canclaim.

WHAT YOU SEE
e Work , On-call or RestDay .

e Shift andanoptional Required skill .

e Dates :tickeachday.

e People :tickthe people, oruse Suggest . With nobody selected the duty becomes an open shift, with

Openslots perdate .

HOW TO DO IT
. Select Assign .

. Choose the duty type and shift, tick the dates and the people.

‘ Select the button at the bottom to add the duties (it reads Add Open Shift when nobody is selected).

GOOD TO KNOW

e Existing duties of the chosen people onthose dates are replaced in this draft.

Assign Duty

Work  On-call RestDay

Shift* Required skill Optional

Choose a shift e.g. FIRST-AID

Dates

Mon 02 Tue 03 Wed 04 Thu05 Frioé Sat07
Sun08 Mon 09 Tue 10 Wed 1l Thul2 Fril3
Sat14 Sunl15
People none selected - openshift | g Suggest
Aarav Mehta - Chief Executive Officer Ananya Das - Operations Executive
Divya Pillai - Operations Executive Manish Yadav - Operations Executive

Open slots per date

1

Note Cptional

Existing dutiesof the chosen people on these dates are replacedin this draft

Cancel 2+ Add Open Shift

HR4ON - HR Guide: Time, Attendance and Leave - 2 November 2026
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m Assignments, swaps and changes

The othertabs follow published schedules day to day.

WHAT YOU SEE

Assignments : every duty with work date, shift, location and publication status. Import draft assignments

loads a planned roster from a spreadsheet.

Swaps : swap requests between employees. Both employees agree, then the manager approvesin their

approvals inbox. Executionre-checks rest, overlap and leave rules.

Changes : emergency changes, replacements and open-shift claims on published rosters.

Reconciliation : tasks raised when a published schedule changes on a date whose attendance s already

closed.

ToN

Home

Approvals

My workspace

= Myrequests

i My attendance

) My profile
Family & bank
My job history
My leave

7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

Q searchp

Shifts & Rosters ©

Q Searchemployeeorsh

EMPLOYEE

Divya Pillai

Manish Yadav

Ananya Das

Ananya Das

Manish Yadav

Divya Pillai

Divya Pillai

Manish Yadav

Ananya Das

Manish Yadav

Ananya Das

Divya Pillai

Ananya Das

Divya Pillai
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ift

Work Date

02Nov 2026

02Nov 2026

02Nov 2026

03 Nov 2026

03 Nov 2026

03 Nov 2026

04 Nov 2026

04Nov 2026

04 Nov 2026

05Nov 2026

05Nov 2026

05Nov 2026

06 Nov 2026

06Nov 2026

02-1-2026

Shift

& EVE  14:00-22:00

ctrl K

u]

15-11-2026

& NIGHT - 22:00 - 06:00 Tue 3 Nov

& MOR  06:00-14:00

£ MOR  06:00-14:00

& NIGHT  22:00 - 06:00 Wed 4 Nov

=Z EVE  14:00-22:00

& EVE  14:00-22:00

G NIGHT  22:00 - 06:00 Thu 5 Nov

A MOR  06:00-14:00

G NIGHT  22:00 - 06:00 Fri 6 Nov

& MOR  06:00-14:00

# EVE  14:00-22:00

£ MOR  06:00-14:00

& EVE  14:00-22:00

]

3= Filters

LOCATION

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

Hyderabad HQ

G Alpha Demo @ @

o
%

H_I

& B D Columns

COVERAGE

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Assigned

Publication Status

R Draft

3 Draft

) Draft

) Draft

) Draft

D) Draft

D Draft

D Draft

) Draft

D Draft

3 Draft

) Draft

) Draft

) Draft
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Roster reports

Rosterreports show coverage gaps, changes and swaps, and planned hours and allowances.
WHAT YOU SEE
e Coverage & Unfilled : required slots, under-staffed and over-staffed shifts and open shifts.
e Changes & Swaps : what changed after publication.
e Hours & Allowances : planned hours, on-call duties and night or allowance shifts per person.
HOW TO DO IT

1. On Shifts & Rosters , selectthe Rosterreports button atthe top of the page.

2) Choose ThisWeek , TwoWeeks or ThisMonth .

3 Use CSV toexport.

TIP
e Reports count publishedrosters only. Aperiod that only has a draft roster, like the one in the screenshot, shows
nothing until the rosteris published.

hON Q searchpagesand features cerl K @ Alpha Demo @ @
Home SHIFTS & ROSTERS
Approvals < RosterReports ©
Coverage&Unfilled  Changes & Swaps [ Hours & Allowances ]
My workspace
NNy recnioats ThisWeek  TwoWeeks  ThisMonth Alpha Demo v Allteams v a8 < csv
Showing 2 Nov -15Nov 2026
@ My attendance
). My profile ® Planned hours s Allowance candidates oy People =  Workedhours
~ cgs
Family & bank Y 0 0 Awaiting Attendance
) My job history
My leave @
My onboarding No published dutiesin this period

My payslips
My documents
My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
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09 Holiday calendars

Holiday calendars set the public, optional and restricted holidays used by schedules, attendance and

leave.

€E2) See yourholiday calendars

Each company has a default calendar; a work location can have its own, and individual employees can be given a

specific calendar.

HOW TO DO IT
1, Open Holiday Calendars .

2 Selectacalendartoseeitsyears.

3 Select NewCalendar toaddone,or Importholidays toload datesfrom aspreadsheet.

GOOD TO KNOW

¢ Demo calendar dates are examples. Check them against the official holiday notification.

Z ON Q Searchpages and fe

Home

Holiday Calendars ©
i Approvals

My workspace 2026 - Npublic, 5 optional
= Myrequests
)i My attendance
) My profile
Family & bank
) My job history
My leave
My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. My

HR40ON - HR Guide: Time, Attendance and Leave - 2 November 2026

Alphaholidays (Telangana)
ALPHA-HYD - Company default

G AlphaDemo Q @

Alpha Demo v B} New Calendar
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Review a holiday year

A calendaryearlists every holiday withits type, and how many optional holidays each employee may choose.
WHAT YOU SEE
e Public : everyoneis off. Optional and Restricted : employees choose uptothe CHOICELIMIT .
e STATE : Published years are frozen and used by schedules, attendance andleave.
e Employee-Specific Applicability : people who follow this calendarinstead of theirlocation's.
HOW TO DO IT
1 Openthecalendarand pick the yeartab.

2 Use AssignEmployee to give one person thiscalendar.

4 ON Q  searchpages and features cerl K @& AlphaDemo @ @

Home ALPHA DEMO

Approvals < Alphaholidays (Telangana) © companysfaut al<lp
D -

EiymonsoRce VERSION V1  sTATE @ Published  pygLic 11  OPTIONAL/RESTRICTED 5 CHOICELIMIT 2 PUBLISHED 22 Oct2026,7:42 pm
= Myrequests
£  Holidays
i My attendance
01Jan2026 Thu New Year's Day Optional
) My profile
14 Jan 2026 Wed  Makar Sankranti / Pongal
Family & bank
26Jan2026 Mon  Republic Day Public
& Myjob history
04 Mar 2026 Wed  Holi Optional
My leave
. 19 Mar 2026 hu Ugadi Public
7' Myonboarding
21Mar 2026 Sat Eid-ul-Fitr Public
My payslips
R 03 Apr 2026 Fr Good Friday Y
My Shifts & Holidays 01 May 2026 Fri May Day Public
Documents & pay 15Aug 2026 Sat Independence Day Public
My performance 14 Sept 2026 Mon  Ganesh Chaturthi Public
My timesheet 02 Oct 2026 Fri Gandhi Jayanti Public
My benefits 200ct 2026 Tue Dussehra Public
2. Mvassets 09 Nov 2026 Mon  Deepavali Public
Collapse 24 Nov 2026 Tue GuruNanak Jayanti Optional
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Change a published year

Changes are made in a draft revision that replaces the published year when you publishiit.

HOW TO DO IT
1) Select StartRevision .

2 Use AddHoliday ,change dates ortypes, or Remove holiday . Movable festivals must be re-dated each
year.

3 Set Optional holidays each employee may choose .

4 Select SaveDraft ,then Publish .

GOOD TO KNOW
¢ Publishingupdates schedules, attendance and leave counting for the dates that changed.

7ON Q Searchp

ctrl K @& AlphaDemo Q @

Home ALPHA DEMO

i Approvals < Alphaholidays (Telangana) © companypefaut 8 < B -
- €D

My workspace

VERSION V1  sTaTe @ Published  pygLic 11 OPTIONAL/RESTRICTED 5 CHOICELIMIT 2 PUBLISHED 22 Oct2026,7:42 pm
= Myrequests
£ Holidays
i My attendance
01)Jan 2027 Fri New Year's Day Optional
@ Myprofile
14Jan2027 Thu  Makar Sankranti/ Pongal Public
Family & bank
26Jan 2027 Tue Republic Day Public
My job history
10Mar 2027 Wed  Eid-ul-Fitr Public
My leave
- 22Mar 2027 Mon  Holi Optional
My onboarding
26 Mar 2027 Fr Good Friday Restricted
My payslips
My documents 07 Apr 2027 wed  Ugadi Public
My Shifts & Holidays 01May2027 ~ sat  MayDay Public
Documents & pay 16 Aug 2027 Mon Independence Day (observed) Public
My performance 04 Sept 2027 Sat Ganesh Chaturthi Public
My timeshest 020ct 2027 sst  Gandhilayanti Public
My benefits 09 Oct 2027 Sat Dussehra Public
P Mvassets 29 Oct 2027 Fi Deepavali Public
14 Nov 2027 sun GuruNanak Jayanti Optional
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10 Projects and allocation

Projectsrecord clients, budgets and activities that people book time to. Allocations say who works on
which project and how much of their time.

@) Seeprojectsandclients

Projects & allocation lists projects with their client, manager, dates and approved hours against budget.

HOW TO DO IT
1 Open Projects & allocation .

2 Usethestatustiles( Active , Draft , OnHold , All ).

3 Selectthe Clients tabtomanage clientswith New Client .

hoN Q  search page:

Home = &
Approvals

e 4 B 0 @0 o5 More o
Active Draft On Hold All

ctrl K @ AlphaDemo @ @

My workspace

7= Myrequests

Q Search code, name or client =% Fiters | (3 Anydate @ Columns
i My attendance
Code Project CLIENT PROJECT MANAGER Dates APPROVED / BUDGET Status
) My profile
< INT-LEARN Internal learning & enablement Internal Not set 22May 2026 -17 Apr 2027 2h @ Active
Family & bank
My job history PRJ-ACME Acme customer portal Demo Acme Retail KavyaRao 22May 2026 =17 Apr 2027 88/2,400h © Active
N T PRI-GLOBEX  Globex field rollout Demo Globex Health Rohan lyer 22May 202617 Apr 2027 70/1,600h @ Active
My onboearding PRIJ-INITECH Initechmanaged support Demo Initech Services Harish Kulkarni 22May 2026-17 Apr2027 0/900h © Active
My payslips 1-40f4 Rows 20 ¢ < | Pagel/l1 >

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

! Mvassets
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Create a project

A project needs acode, name, client (orinternal), manager, dates and a budgetin hours.

WHAT YOU SEE
e Bilingmode , Budget (hours) , Costcentre .
e Requiresallocation : when off, every employee of the company may book time (forinternal work).

e Activities : whattimeisbooked against, each Billable ornot.

HOW TO DO IT
‘ Select NewProject .

‘ Choosethe Company ,thenfillin Code , Name , Client (or Internalproject ), Billingmode ,dates,
Projectmanager , Costcentre and Budget(hours) .

. Add activities under Activities .

. Select CreateDraft . Activate the project fromits page whenitisready.

New Project

Company *

Alpha Demo

Code*

Client Optional Billing mode *

Internal project Time & material

Startdate* End date (inclusive) Optional

dd-mm-yyyy dd-mm-yyyy

Projectmanager Optiona Costcentre Optional
No manager (line managers approve) None
Approves this project's time.

Budget (hours) Optional Requires allocation
Off: every employee of the company
may book (intermal work)

Description Optional

Activities

Cancel Create Draft

HR4ON - HR Guide: Time, Attendance and Leave - 2 November 2026

Page 58 of 67



X)) Openaproject
The project page shows hours approved and pending against budget, and the activities, team and booking
exceptions.
WHAT YOU SEE
e Activities : add orclose activities.
e Team :whoisallocated.
e Exceptions :people allowedto book time outside an approved allocation ( Grant Exception ).
e Finance seesrates and labour cost onthe same page.
HOW TO DO IT
1 Opentheproject.

2 Usethebuttonsatthetop: Editproject (pencil), Projectstatus (forexample PutOnHold )and Allocate .

hoN Q sesrchpagesar cert x @ursome @ @
Home ALPHA - PRJ-ACME
Approvals < Acmecustomerportal ©#cive  Timesmaterial 8 7 &

cLENT DemoAcmeRetail ManacerR KavyaRao DaTEs 22May 2026 -17 Apr2027  approveD 88hof2,400h(3.7%) PeNDING 94h  cosTcenTRE CC-TECH

BooKING Allocated team
My workspace

J= Myrequests
i My attendance = Activities + Add Activity

). My profile
ly P DEV :Dlt?:e\c;f)mer:t y Billable @
Family & bank
MEET ﬁeet_\(ngws &4;])_\‘mnmg Non-billable ®
® Myjob history oM e Y uas
My leave QA Tes’iﬂgw - Bilable &

rom 22 May 2

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

$  Mvassets
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X Planallocations
The Allocation planner shows each person's allocation as a percentage of their capacity, so you can see who is
over-allocated.

WHAT YOU SEE

e Capacity :one barperpersonwith theirprojects. Over marks more than100%.
e Conflicts : only people over capacity.

e Allocations :the fulllist with Over-allocated and Pending Approval filters.

HOW TO DO IT

1, Open Allocationplanner .

2 Select Allocate .In Allocate Person choosethe Project and Person ,typethe Role andthe Allocation
as % orhoursaweek,andset Start and End (inclusive) .

3 Select Allocate . New and changed allocations go to the person's line manager for approval.

GOOD TO KNOW
¢ Only allocations without booked time can be cancelled; otherwise end them earlier.

ON Q  Searchpages and f cerl K ) Alpha Demo Q @

Home o <
Allocation Planner © =
Approvals

My workspace 2 Capacity Everyone B Allocationdates: 01Nov 2026 - 31Ja...

= Myrequests
Ishita Bose | puowss | o i50% €
ji My attendance ALPOQO14-520h capacity PRJ-GLOBEX40%-01Jun2026-open  PRI-ACMEB0% - 01Jun2026-cpen
) My profile 1
AdityaGupta O - 166%
S) Family & bank ALPOOO13-520h capacit PRI-ACME100%- 01Jun2026-open
My job history PRJ-GLOBEX 1
S i DivyaPilla L reeose
AL PADOIE:E2 100%
LPOOOT6 -520 h capacity PRI-GLOBEX100% - O1Jun 2026-0pen
3l Myleave
1
D +yonboaring Karthik Subramanian L weee 160%
ALPOOO15 - 520 h capacity PRI-ACME100%- 02 Oct 2026-open
My payslips
1
. T
My documents Manls,hYa,d?v i e ! 100%
ALPOOO17 - Oh capacity PRI-GLOBEX100% - O1Jun2026-cpen
My Shifts & Holidays .
Priya Sharma L oo [ 100%
Documents & pay ALPDOO012-520h capacity PRI-ACME$0%-01Jun2026-open  PRI-GLOBEX 40% - 01 Jun 2026-cpen
ZaraKhan ERICAGHE | 50%
ALPOOO19 - Intern - 520 h capacity PRI-ACME50%-12 Sept 2026-open

My timesheet

My benefits

. Mvas!
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Allocate Person

Project*

Choose

Person*

Choose

Role* Allocation (%) *

100 %

Start* End (inclusive) Optional

02-11-2026 dd-mm-yyyy

Notes Optional

Cancel Allocate

The Allocate form.
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1T Timesheets, approvals and utilisation

Employeesrecord time against projects in their weekly timesheet. Project managers approve it,and HR
and finance report on utilisation and cost.

@) Follow projectapprovals

Project approvals lists submitted project time. Each projectin atimesheetis decided onits own.
WHAT YOU SEE
e  Waiting forMe :time you approve as project manager.
e Pending , Returned , Approved and All :everyone'stimeinyourscope, soyoucanchase late approvals.
HOW TO DO IT
1. Open Projectapprovals .
2 Choose Pending toseewhatiswaiting.

3 Selectarowtoopenthetimesheet.

hoN Q searchpages and features cerl K (& Alpha Demo @ @
Home - (" .
Project Approvals © & < | @]
Approvals
&0 ® 5 & 0 .~ 10 o 15
Waiting for Me Pending Returned Approved |
My workspace
Q Search employee orproject 3% Filters (& Anydate D Columns
= Myrequests
EMPLOYEE PROJECT Period Submitted hours BILLABLEHOURS  Status
i My attendance
Manish Yadav PRI-GLOBEX 12Qct-18 Oct 40h 40h @ Pending o v
) My profile
i - % P
Famiy & bank Ishita Bose PRJ-ACME 12 Oct-18 Oct 30h 30h © Pending o v
) My job history Aditya Gupta PRJ-ACME 120ct-18 Oct 40h 375h @ Pending O v
Myloave Priya Sharma PRI-GLOBEX 120ct-18 Oct 15h 15h O Pending o v
7. My onboarding
Priya Sharma PRJ-ACME 12 Qct-18 Oct 24h 21h @ Pending | & T
My payslips
1-50f5 Rows | 20 ¢ < Pagel/l >

My documents

® My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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Review a timesheet

The timesheet shows hours by day and project, with notes.

HOW TO DO IT
1 Openthetimesheet.

2 Select Approve foraproject,or Approve AllMine .

3 Select Return withareasonto send one project back. The employee corrects and resubmitsit; other
projects keep their status.

Home

Approvals

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

HR40ON - HR Guide: Time, Attendance and Lea

Ctrl K

sarch pag

ALP00012 - TIMESHEET

< PriyaSharma-120ct-18 Oct2026 O© suwmited

Hours 40hof40h eiLLasle 36h  susmiTTED 20 Oct2026, 7:43 pm

(o Projects O
INT-LEARN Internal learning & enablement

Internal - Line manager: Kavya Rao

Frilé Training

Demo: security awareness

PRJ-ACME Acme customer portal

DemoAcme Retail - Project manager: Kavya Rao

Mon 12 Development
Demo: checkout AP
Tue13 Development
Demeo: checkout API
Wed14  Development
Demo: checkout API
Thuls Meetings & planning

Demo: stand-up
Fril6 Meetings & planning

Demo: sprint review

PRJ-GLOBEX Globex field rollout

Demo Globex Health- Project manager: Rehan lyer

Mon12  Integration
Demo: device sync adapter
Wed14  Integration
Demo: device sync adapter
Fril6 Integration

ve - 2 November 2026

puE 20 Oct2026

1h*

4.5h

4.5h

0.5h*

1h*

3h

3h

3h

@& AlphaDemo Q @
=]
VERSION 1
1lh-Ohbillable @ Approved
24 2inbibe OFendrg | ©
Mon12 Meetings & planning 0.5h*
Demo: stand-up
Tuel3 Meetings & planning 0.5h*
Demo: stand-up
Wed14  Meetings & planning 0.5h*
Demo: stand-up
Thuls Development 4.5h
Demo: checkout API
Fri16 Development 3h
Demo: checkout API
15h-15hbillable @ Pending | O
Tuel3  Integration 3h
Demo: device sync adapter
Thu15 Integration 3h

Demo: device sync adapter

Page 63 of 67



Report on utilisation

Utilisation & cost compares approved hours with each person's available capacity.

WHAT YOU SEE

e Available capacity :working days within employment dates, minus holidays, times daily hours and FTE.

e Utilisation and Billable utilisation : approved (and billable) hours divided by capacity.

e ProjectEffort : approved hours perproject againstbudget. Timesheet Status : submitted, missing and late

timesheets.

HOWTO DO IT

1, Open Utilisation & cost .

2) Choose Last4Weeks , ThisMonth , LastMonth or Last3Months .

3 Use DownloadCSV toexport.

GOOD TO KNOW

e Missing orlate timesheets are reminders only. They never create loss of pay or a payroll deduction.

hoN

Home

Approvals

My workspace

= Myrequests

@ My attendance

) My profile
Family & bank
My job history
My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

Q  Searchpages and features ctrl K

Utilisation & Cost ©

[ Project Effort | Timeshest Status ]
Last 4 Weeks This Month Last Month Last 3Months 06-10-2026 O 02-11-2026 O

Showing 06 Oct 2026 - 02 Nov 2026

Available capacity Approvedhours Utilisation

& 2904h “ 104h ™ 3.6%

Denominator

@ Alpha Demo

2 Q

e < B B

Billable utilisation

3.4%

Available capacity = working days (Mon, Tue, Wed, Thu, Fri) within employment dates, minus O configured holidays, x 8 h x assignment FTE %. Approved leave is not

deducted from capacity yet. Utilisation is not shown when available capacity is zero.

2. People
PERSON CAPACITY
Aarav Mehta ALPOOOO 160h
Aditya Gupta ALPOOO13 160h
Ananya Das ALFO00I2 88h
Arjun Kapoor ALPO0005 160h
DivyaPillai ALPO0016 160h
Farhan Ali ALP00008 160h
Ishita Bose ALPO00O14 160h
Karthik Subramanian ALPO0O015 160h
KavyaRao ALPO0002 160h
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ALLOCATED

0%

100%

0%

0%

100%

0%

120%

100%

0%

APPROVED

Oh

32h

Oh

Oh

40h

Oh

Oh

Oh

Oh

PENDING

Oh

40h

Oh

Oh

Oh

oh

45h

Oh

Oh

UTILISATION

0%

20%

Page 64 of 67



hol Q Searchpa cert ¥ @ AphaDemo /B @
Home e "
Utilisation & Cost ©

Approvals = :

Utilisation Project Effort Timesheet Status
My workspace [EEZAVIILEY ThisMonth  LastMonth  Last3Months 06-10-2026 0O 02-1-2026 O & < B

Sho x ¢ A
My requests
My attendance L Missing Draftorretumed Submitted Approved Late

v
Q@ 25 O O 4 4 E 14

My profile
Family & bank Missing or late timesheets are reminders only — they never create loss of pay or any payroll deduction.

My job history
£ Timesheets
My leave

Aditya Gupta ALP 2Nov-8Nov2026 Oh & Missing

My onboarding
2Nov-8Nov2026 Oh A Missing

Divya Pillai A
My payslips
Ishita Bose ALPO00T4 2Nov-8Nov2026 Oh & Missing

My documents

2Nov-8Nov2026 Oh & Missing

Karthik Subramanian ALP
My Shifts & Holidays

2Nov-8Nov2026 Oh A Missing

Priya Sharma ALPOC
Documents & pay

Zara Khan 4| 2Nov-8Nov2026 Oh A Missing
My performance

Aditya Gupta ALP 260ct-1Nov2026 Oh & Missing
My timesheet

DivyaPillaiALP00016 260ct-1Nov2026 Oh & Missing

My benefits

Ishita Bose A 260ct-1Nov2026 Oh & Missing

Karthik Subramanian ALP: 260ct-1Nov2026 Oh & Missing

Manish Yadav ALPO0O17 260ct-1Nov2026 Oh A Missing

Timesheet Status shows who has not submitted.
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A Words used in this guide

Attendance day
One person's calculated attendance for one date, with punches, status and paid units.

Punch

A clock-in or clock-out from the web, phone or a device.

Exception
Aday that needs attention. Blockers stop the payroll freeze; warnings do not.

Correction
An employee's request to fixa missing or wrong punch (also called regularisation).

Punchreview

Acheckonaremote, outside-office or selfie-missing punch.

Geofence

Acircle around an office used to tell in-office punches from remote ones.

Badge mapping
Alink between a device badge or card id and an employee.

Matrix COSEC
A biometric access and attendance system HR4ON canread punches from.

Grace
Minutes after shift start (or before shift end) that are not counted as late or early.

Loss of pay (LOP)
Unpaid days deductedin payroll.

Overtime (OT)
Time worked beyond the shift that the policy makes payable.

OT day / night

A day with enough overtime to count as an overtime day, or a night-shift day, used for allowances.

Attendance period
Amonth of attendance that is validated and frozen for payroll.

Freeze
Taking an approved, unchangeable snapshot of a period for payroll.

Adjustment
A correctionto afrozen period, paidin alater payroll.

Leave type
Akind of leave such as Casual, Sick or Earned.

Leave policy
The rules forearning, charging, carrying forward and encashing a leave type.

Accrual
Leave credited over time, forexample monthly.

Ledger
Thelist of every entry on a leave balance.
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Reserved
Days held on a balance while arequest is pending.

Sandwichrule

Weekly offs or holidays between two leave days are charged as leave.

Carry forward
Unused leave moved into the next leave year.

Encashment
Paying out unused leave days.

Comp-off
Leave earned for working on a weekly off or holiday.

Shift

A defined working time, such as General 09:30 t0 18:30.

Work pattern
Weekly offs orarotation that repeats.

Roster
Ateam's planned shifts for a period.

Open shift
Anunfilled duty that qualified people can claim.

Swap
Two employees exchanging duties, with approval.

Optional holiday
A holiday each employee may choose, up to alimit.

Allocation
A share of aperson's time assigned to a project.

Utilisation
Approved hours divided by available capacity.
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